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SUBJECT: Government Purchase Card (GPC) Program

(a) Purchase card can only be used by the specific individual to whom the card was
issued. No one else may use the card or the card number to obligate the government.

(b) Superiors/co-workers shall not direct cardholderslbilling officials to use the card in a
manner inconsistent with good business practice or in violation of regulation or law.

(c) Emphasize the need for timely certification of billing account statements on-line via
CARE. The bank must receive payment within 30 days of the end of each billing cycle to avoid
interest penalties.

(d) Include measures in all perfonnance standards of all billing officials, alternate billing
officials and cardholders and include verbiage concerning perfonnance of these responsibilities
in their perfonnance appraisals.

(e) Cardholderslbilling officials are responsible for their actions. Improper use of the card
or improper certification of statements of account may subject them to administrative or criminal
proceedings. The DOC, Internal Review, and Criminal Investigation Division will conduct
random reviews.
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